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CROSS REFERENCE SYSTEM

Tisk Lists in the secretarial/clerical area include: office servicei aid ist, general

office/typist, ?eCeptionist, seoretary/non-shOrthand,
secretary/shorthand, educational office '

personnel, medical, 'secretary; legal stéretaiy, administrative assistant, correspondence specialist,

correspondence supervisor, and data entry ,operator. All Task Lists'contain an add.on lidt of

hien relationslpersonal development,qualities desirahle for graduates seeking secretarial/clerical

psitions.

4

The task lists for office services aid,,typist, general oifice/typist, Aceptionist,iecretary/nonv,

shorthand, and secretary/shorthandere referred to as "GENERAL" secretarial/clerical liats and all

additional lists are referred to as "SPECIALIZED" lists.'

/\

The * and the numbering sysem is the key to crops-referencing for thevspecialized lists. 'The

specialized lists are compared to the lists' fo'typist, general office/typist, receptionist, sec -

retary/non.shorthand, and secretary/shorthand. When there is something on the specialized list

that is not on the general lists a * apPears. The position.of the * indicates the level of

change made in the AREA OF COMPETENCY, ThiStatement of Competency, or ,the Task. For example, if

the * aPpears before the AREA OF COMPETENCY the entire AREA OF COMPETENCY is new. If the 4

appears betore a Statement of Competency or TaskIthen only,that Statement or Taik is new. If the

* appears before a word then only that word is new or different. It mai be necessary to refer to

more than ote general task 'ist when comparing statements of competency.,

,

The Task List for Data Entry Operator is not referenced to the general lists bedause the tasks

are'unique in that arei and need specialized training. The Task Lists for Correspondence Specialist
.

and Corresp9ndence Supervisor are not referencedlo the geneiel lists becauke tasks in these.areas

are applied to a word proceSsing/correspondence center and the prpcedure for completing thetasks

is different from the tasks in the general lists., The Task List forCorreapondence Supervisor'

is cross-referenced .asinadd.on to the Correspondence Specialist Task List.
I



INDU9 RECOMMENDATIONS

#

OFFICE SERVICES AD

Industry representatives have made several suggestions to students who will seek employment

upon completion of this occupational program. These suggestions are genevar in istuie and

,describe the kind of individual whom they wish to hire. A competent worker is one.*

Satisfactorially performs the tasks listed in this document and Pne who is mature and iespon-

Bible. It is important that an employee have'a Positive attitude toward work and the he/sh

continues to learn on the job.

1 .1

,
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pit DESCRIPTION

Offi,ce Services Aide (Special Skills Person)

The office serVICes aide performs a wide
handling mail, messenger/courier duties,

mad miscellaneous errands as assigned by

variety-of duties which may include
supplies; equipment responsibilities
a supervi*or.

rhe office services aide,must have the)ability to follow directions, interact
with other employees, follow company policies'and procedures, maintainigood

.

wok habits,.and exhibit dependability. r

headuates of this occupational program may find employment in any size or
type of office.



TASK UST

/

At following Task List gives,youl the vocational instructor, recommendations about

what your students should be able to do when they take a job is an OFFICE SERVICES AID.

It was developed by a working co ittee of secritarial/clerical instructors.and

'industry representatives throughout the state of Minnesota.

The Task List on the !ollowing'pages includes the Tasks and the AREAS OF COMPETENCY

recommended for a graduate of the general secretarial/clerical occupational program.

As you utilize this task list, you will need to continue working with yopr local

advisory.committee and with other instructors i4your geographic area'. JudgmentiC

must belade, by you, concerning the amount of time to spend in teaching various

tasks, the conditions surrounding.thcperformance of e ch task and the performance

level for each task that will be-acceptable.

1
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'Office SIP/ices Aid

TASK UST
4

AREA OPPMPETENCY: WPFOES

A, Handles suppiies and is responsible for placing them in the proper ares

1. unpacks lupplies

2, aelivere eUpplies

31 places supplies on kinventory shelves

AREA OF COMPETENCY;' MAIL
f

A, Handles incoming mail for distribution

1.' receives or Ticks up mail at company designation

sorts mail by department and/or individual .-

3, delivers mail'to offite or persons as scheduled

B. Preparee outgoing mail for mailing

t

1. weighs mail and stamps using

(a) postage meter

(b) manually,

'g

2, sorts and bwilei 6 f tow and in town tail

3, mails oUtgoing lett pack! es, etc., as ins ructei

4. delivers boxep, packages and mail both between fices and within the same office

5. delivere and picki up copies to be reproduced i

6, prepares materials for mass mailing

* This task list is not referenced to the Cenerai Lista

4
Is

12
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AREA OF COMPETENCY:, AAESSENGER/CDURO DOES .

L; Delivers to or receiiies materials as hquested by supervisOr

1, makes deliveries by ,driving a car or truck (must hive aHVallir4riverslinense
, )

2, makes deliverieS by bicYcle

3, makes deliveries on foot

4. uses a city map to find location of deli*,

5, uses resources (e.g. city directory) to determine address of delivery or collection points

6. , delivers on a'scheduleW basis

7. optrates heavy paciage delivery equipment (such as dollies)

AREA OF COMPETENCY: AUDIONISUAL SERVICES

A. Handles audio-visual equipment for the company

1. defiversfequipment to person or office requesting it for4usec

2, seti up equipiint after delivering it

3. operates equipment

.4, returns eqUipient.,ta storage

ARA CPCCOPETENCYREPROGRAMHK: SERACES

A, Creates needed copies

1, operites duplicating equipment

(a) offset

(b) photocopier

14
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2. collates material,

-(4) manually
(b) by machine

. binds materials

(a) thanually
(b) bimachine

4. folds pages

(a) manually:,

(b) ,by machine

I

prepares rOutine duplication of microgiaphics

4

, _
(..,.,_.

, ..

as asgigned by the supervisor
,

-AREA 00 COMPET!-El)reY: SUPERVISED WoRK EXPERIENCE/ OFFICE SIMULAilON,
/ STUDENT ORGANIZATIONS- (OPTIONAi)

I. A. 'Participates in.supervised work experience training (co-op, internship)
z

I. B. Partiiipates in a 'siMulated office program .

/
I. C. Participates in co curricfilar student organizations

, 1

/
t ,

,

A



COMPETENCY RECORD

The COMPETENCY RECORD
suggested as a ApRiace,
card. It can b0sed
counselors, studets
what each student ca

-iPpears in'this section is
:.for the traditional report

give., employers, teftehers,

parents,information about
d :cannot do.

The COAPETENCY REC D shoul0 follow theastudint through.
his or her vOcati al training in the secondary alidYor
the post-secondarJ school. The redommended grading'scale
is shown on the dbMPETENCY RECORD. The COMPETENCY RECORD
on the follOwing pages includes ALL the AREAS OF GOMPETENCY
recommended for,a graduate of the Office Services Aid
Occupational Program..

.."



;CUPATIONAL PRQGRAM:

tOMPETENtY RECORD

OFFICE SERVICES' AID ()Vole o tudeo

di competency recOrd tells thesudenwhat -tt:2, who' is named above, has demonstrated that'he or she-can
. .

. A graduate is one who has demonstrated competent performance ofall tfie tasks designated-for this

xmpational progrem. This competency.record is to be used as an APanbion of:and/orsupplement to.the
tditinnal.report/card. Student Performance ,can be rate"A at thesecnndary and/or post secondary level,

/

/

/

,

/

ITING SCALE:.

- ferfOrmsta k(s) with ability:that consistently

exceed(s) a ogram minimum standards set for lob

tntry leve ; very competent. .

- Performs ask(s) at job entry level;-competent.

'-.Performs tasks) vith.periodic absistance.

Perform task(s) witb constant assistance.

- Is uneblt1 performtask(s).

Demonstrate abiliiy -to perform task(s) at or

abole job e try leielly taking. a challenge

test. .

Actual pip tion wordi per minute (PWPM)

obtained'by udsnt.

MOOL(S) TTENDED: DATES ATTENDED
A .

INVISUCTOR'S NAME(S)

'18
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MINIMUM

PROGRAM

STANDA

SECONDARY

RA TING Y 1, INSTR,

11ST

RATIN

SECONDARY
.

YR, INSTR
coPINIMINIMP

4RIA OF COMPETENCY: SUPPLIES
1

..,

.

Handles supplies and is re onsible for placing them in the

.ro.er area ,

.. _ .... .

1

1.

.

I

, ..

Milts: .

' , *
,

'

...L,

.

lb

,

AREA OF COMPETENCY: MAIL
,

..... - ..

A. Handles incomln: mail for distribution
,

.

B. Prepares outgoing mail for mailin N

. . I

IN

..... ....,

.

IP
i

mamas: ,

,

,

.

,

,____...........

,

AREA OF COMPETENCY: MESSENGEROURIER DICE6 .

Delivers to or receives msterials as re uested by su ervisor .

meats:
,

,

iiimmidimiklmmommo,

1

MA OUCOMPETENCY: AUDIO-VISUAL SERVICES
:

1

A. iindles audio-visual e.ui.l. nt for the co,:a:; 1111111 11111

a .

Comments: . ,
.

) .

OSA9
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4
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) ,

. .
Immum.,,.........................,,,,....................:........1"........................r

, /

Alli OF *Eta: ILEPROGRAPHIC sagas'.
4

MINIMUM

PROGRAM

STANDARD

.

, SECONDARY

RATING yl,

.

WTI

POST

RATING

SECONDARY

YR

,

v

INSTI,

i

,A4 neededcopies

Al=11110
.Cteatee

,
,

Comment':
e

...

,, ...
.

.

.
.

.

.

.

AREA OF COMPETENCY: 'SUPERVISED WORK:EXPERIENCE, OFFICE
, . .

, °SIMULATIONI.STUDENT ORGANIZATIONS (OPTIONAL)

r

I.A. Participa , supervisedliork experience training

(co-op, inte d I p), .

Type ct b 13h:institution, or.agency:' :, '

.

,

,

,
.

.

f

.* Length of.time:
. ,

,

v a

II. Participatesin a simulated office program ,

,
.

Length of program:

.. ..

,

,

,

,

. .
.

............9........

I C.(Participmita in co!turAcular student prganizations .IF ,

Name of organization:
. ,

,

.

2 2IF
,

.

.4, .
, ,

Coasts:
.

,

.

\

\

04

,

ro
. .

Statements of competencies can be graded at either the secondary or post-seiondary level. ,
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lene O'Malley

any

3M Center

St. Paul, MN 55101

INDUSTRY REPRiSENTATIVES

iHEJOLLOWING INDUSTRY REPRESENTATIVES WERE INVOLVED

IN THE DEVEtOpMENT OF THE TASK LIST FOR THIS OCCUPAiIONAL PROGRAM

Mi. Marilyn Grieg

1945 Oakdale

Apartment 117

'West St,,Paull MN 55118 .

co

, Mi. Nell Inglis

Univac Plant 8

3333 Pilgt KNOB

Eagan, MN 55121

Mr. H. B. Eichinger

S.B. Foot - Kenning Bench Street,

Red Wing, MN 55066

MA, Mary Ruprechi

14o West Mirtle Street

\Duluth, MN 55811 .

Mi. Cheri Hopkins

3601-16th Avenue South

Minneapolis, MN 55407

Mi. kathieen Aubert

Ms. *kraus ,

St. Paul Companies

385 Washington

St. Paul,'MN 51q2

,

Mi. Ann Thomas

orthwestern Bell Telephone

08 St. Peter

uite,100

St. Paul, MN 55102.

Ms, Barbara Mark

,Olsten's Temporary Service

173 Metro Square Building

St. Paul, MN 55101 *

Mi. Vicki St. Ores

Americin Hoist and Derick'

Oorporation Division

)63 South Robert

St. Paul, MN 55101

Ms. Mary Chillenger

First National Bank of

Minnia4lis

120 South 6th Street

Minneapolis,,MN 55402

Ms, Phylis Ward

Office Manager

Willmar AVTI

Box 1097

Willmar, MN 56201

OSA 11
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Di. Laura. J. Burger, DirectorN

- le. Dew B. Allen, Curricula'

. Specialist'

Itateiide. Cypiculum Articulaiifm

, Prole*. '

3554 Milts Bear Avenue

White Dear Like, MN 55110

MI, (*de Kohie, Curiiculum

Specialist

Statewide Curriculum Articulation

Project

Siaiberd LULL

380 Quince Street

Irainerd, MN 56401

Muriel Ccss

Rod Wing

led Ming, MI 55066

riEVELOPERS

Curriculum Articulation Project

Ids JOhnson

Dakota Cbunty A.V.T 1.

P.O. Drawer

losemolit,,MN 55068
,

1110

Tech High

12th Avenue and 7th Street 'So:

St. Caoud, MN. 56301'

Willa ,Campbell

St. Cloud A.V.T.L

1601 Ninth Avenue

)St. Cloudr MN 56301

Doris Duray

Red Wing Sr. High

525 East Avinue

Red Wing, MN j5066

-continued-

a

Ray Stepleton

-----4(0th Avenue and 4tb Stziet

:Denfield High School

Duluth; NV 55807

Sue Carioca'

'Rolston. Cboperative Center ,

511 Havtlorni Stint

d
Alcundriel MN 56368

r,1

Bus Tharcson

Sim* High School

2920 East 80th Street

Inver Grove Heights, MI 55075

?tank *don,

Richfield Sr. High

8100 'Harriet South

,aRichfield, MN

4

OSA 12,

es



Cheryl Boche

So. Washington Co. Scliools

Park High

8040 80th Street South

Cottage Grove, MN 55016

EVA Sova

St. Cloud

St. CIA, MN 56301

27

-DEVELOPERS continued-

Sylvia Lee

Hennepin Technical Center

North Campus

9000 North 77th Avenue

Brooklyn Center, MN 55445

Richard Olson

Granite Falis A.V.T.I.

Granite !ills, MN 5111

1

Dorothy Hansen

Hennepin Technical Center

9200 Flying Cloud Drive
,

South Campus

Eden Prairie, MN 55343



HUMAN RELATION; AND PERSONAL DEVELOPMENT\

Secretaiial/clerical personnel work. with people. For this
reason idditional competencies.in the aria of Human Relations
and P.ersonal Development are needed by the student who wishes
to'become employed. People work together when they'have an
understanding of themselves and their co-workers and when they
willingly make apprOpriate Adjustments in their dwri behav-
ior.

The STATiMENTS OF COMPETEHCY.shown in the following section of
this taAk list represent the minimal .Human Relationship and
,Persomal Development skills needed by graduates of secretarial/
clirical programs. I.t2;gabould.be reciunized.that students will
continue to learn abd4 4,Zthemselves affd others through daily ix-
periences they have in.-their careers.

29 CJ1,.



30

'HUMAN RELATIONS ANL) PERSONAL DEVELOPMENT .

AREA OF COMPETENCY: CONKUNICATIONS

A. Demonstrstes acceptance of,people in a friendly business-like manner

,l, interacts verbally with people:1m connuniceting a message .

/

P, enunciates clearlY

b. uses correct gr r and aPPropriare choke of words

c, shows/demonstrates tact

d1 responde cdurteously

A, uses a pleasant speaking tone, rate and volume

2. asks, remembers and uses persons' 014es communicating with people

3, interacts non-verbally with people in communicating a message

a. recognizes the,meaning of feels], eepreaaieo

b. recognizes the meaning of body language

c. recogniies the meaning of eYe contact

d. recognizes the meaning of hidden messages

B. Listens to and responds tOthe messages received from coworkers, supervisors sad visitors

1. ,takes notes when receiving instruetionm

2. periodically looks at the person 40 spesking to obtain visual cuts

3. asks for clarification when the message is pot understood

4. concentrates on one thing at 8 U.% directions are given

Gives directions and responds,to'other hpeva

1. malt ifl of an understanding of higb, babolor

2. displays nabllity to be assertive-74;0 .being'offensive

3. deals effect ely.withagry or defensive colorkers/customers

4. , recognizes the uliquiness of 110 difference° la individualh

AREA OF COMPETENCY: SELF-DEVELOPMENT

A. Demonstrates a disposition for cOotielled personal Iovth and understanding self

BROD OSA 15
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1, thinks positively about hiaielf/herself, and his/ier future

2. does not show off to bolster his/her elf-confidence

3. waits for what he/sheiwants

4, makes up hie/her mind decieively

5.' admits his/her shortcomings
,

6. recognizes and builds on his/her strengths without becoming vain

7. seeks out new ways to difelop hie/her talents .

8; hee a realietice self-image based,upon the way that others see him/her

9. has a positive attitude about self and others i, t

(

B. Displays personal developmenefOr social living

1, handles persOnal finances

2 chooles life style and housing options

.a, displays an ability to live and Work with others 'harmoniously

3. chooses safe and reliable transportation

4. , identifies personal biasesorejudices, and stereotypes

Shows emotionalimaturity

I. ,topraies frustrations ,

2. Oinks for himself/herself

3. . is Calm and exerts' extra effort to keep on an even level
4. tacil lemma taskslithout.self-piti .

5. taketv eep eibility for his/her ova actions

6. understend hie/her role in group'dynamics

7. ',.. takes orders without becoming obetiiate

8. le motivated by a ,lenprange plan, not by whim's or.desires of oath passineveek

9. .does not nurse grudges or try to get even

D. Maintains professiOnal maturity

1. has clearly defined career pale

\

'oto

a.,4iiewe his/her job professionally, rather than as only a means of obtainine a pay check

414' sees job sptiefection as pert of good mental health

c. sets realietic goals baped on his/her abilities
e4

Alt4 OYCOMPETENCY PERSONAL APPEARANCE

A. iaintains good physical fitness behavior patterns

4

1. gets sufficient sleep

2. shows ,good nutrition

osA 16
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3. lets proper exercise

4, has annual idental and medical checkmups

S. has good poiture

Bo ;Sh"ovs good,viluat poise'

demonstrates an appropriate method of standing, Walking, sitting, bend1ñiidIIftjna

C. Selects and wears proper office attire,

1. isgroomed atitictively_and tastefully

A. wearitleat, wrinkle free garments

1); wears flattering colors and garment styles for )1 /her figure

c. chooses accessories thatve appropriate:for WO

(1) fads

(2) fashions.

coordinates colors of gallants And acceseoriie Worn together

plans a wardrobe'for a limited bu4get

wears shoes that are quiet, polished, fOitened an in good repair

shops for clothing that is well constructed so t t it-will last

f
11.)

1".

3. has clean hair, skin, tieth,inails, and breath$

4. veers clean clothes that have beetlaundered prOperi

5, removesjhatr:properly and regularly from selected ir Of the body

6. applies cosmetics in a skillful way to enhance4eitur

7. subtly ipplies body fragrances

d.

e.

f.

8.

I.

Nes good personal hygiene habits

1. bathes his/her body regularly

2. uses antiperspirant

AREA OP COMPETENCY: OFFICE ATTITUDE
..

° .1;

A. telatu to male and female co-workers of all ages, skille, ba roundsan4 positions

g
,

1. ,..%contributes to a team effort 0

34

lo requests,and/or giVes assistance to other ieople

b, I handles constructive/nonconstructive criticism rofits' fros it

c. 'decline invitations gracefully

d. responds cheerfully and gives praise Weilapprotate

e. is supportive and encouraging to coollo4irs

4

ROD OSA 17
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2. assail individual job responribility

3. deals effectively with friction and tension within the office

a. co-workers whe don't assume full share of workload

b, moodineseof-co-workersjsupervisors

c. favoritisi along staff

d. personal problems which interfere with work .

,offensive language or behavior of co4orkers, supervisor or cusioters
f. improper hygiene ef co -workers ,which is offensive to others

g. angry customers

h. chronic cooplainers

i. short-tempered co-workers, supervisor or self

B. liSupporte compT and employer by exhibiting professionaliem

1. shows loialty to coapany

2. follows the company's policies

3. :maintains confidentiality
of coopany/institutional information

4. anticipetea needs of eupervisor

S. deminstTates cost control .

a. conserve supplies

b. use time efficiently

c. develop and improve personal work metho(is and procedures

6. displays good housekeeping iabits

a. cleans and maintains work area

b. cleans and organises employer's work area as instructed

c. makes coffee and keeps coffee area,neat and clean

7. shows professional coomitment to his/her employer

a. shows flexibility and willingness to try new approaches

b, 'is versatile and willing to adopt hie/her behavior to*new situitions

c. ihhingly works overtime to mist scheduled deadlines

d. asserts his/her feeling, needs, and competence in communicating with his/her enployer

about salary, benefits, and company policy

C. Shows thatthe/she is dependable in the office situation

MOD OSA 3



\\1, hal work habits that insurkwork beine iccomplished on time and correctly

2, arrives at wyrk on tise,entssintains scheduled workill hours

\ 3. plane end schedules work assignments ant priorities

,4. take. reasiable coffee breaks and lunch'bresks .

I. has A good attendance record with sick leave and personal days taken when necessary

6, pays attention.to detail so that high quelity work is maintained comeistently
,

7. follows through to completion work th't hae been started

D. Shows initiative in gaining professional advancements

1. seeks job/self enhancement experiences

a. updates his/her skills and knowledge through formal education, in-house training, and

informal

b. participates in rofessional oreanizetione

2, selects or rejects job promotions based on opportunity, personal gods, and circumstances

Al examines alternatives and engages in csreer sl,nning

(1) long term

(2) short term

AREA OF CCEPETENCY: SOCIAL AND BUSINESS ETIQUUTE

A. iisplays proper social etiquette

1. etiquette for sociallunctions (a.g.introductions, table sinners;

B. Displays proper business itiquette

common courtesy)

1.' 'cave* Irithso -itorkersand guests in A socially acceptable 10114r, within the time

anstlifotof the office situation

A. office business (non-confidential)

b. pureenal business'

C. social events

d.' topics of general interest

2. uses the informal communications network (grapevine) within the office in a positive vey

refreins from cIntibuting to office gossip
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4. addresses superior properly (i41. Mr.1 Dr., Ms., etc.)

a- formal
4;1); non-formal

ARIA OF COMPETENCY: JOS SEEKING SKILLS

A. IdEntifies job opportunities for which hetshe is qualified,
, *

1. checks ichool bulletin board
2. reads newspaper ads
3. contacts employttnt agencies

a- - state
to private

4. uses,personal contacts

B. Prepares for job interview

1. writes siES types a resum4
2. compotes and types a letter of application
3. contacts a prosgective employer
4d. arrives on- time
5. conveys an optimistic outlook and willingness

-

C. Participates in i job interview

to learn

1. dresses and grooms himself/herself appropriately
2. obtains job information from perspective employer

a.

b.

C.

d.

e.

f.

job requirements
benefits
environment
salary
opportunity for advancement
company's purpose and function

() D. Follows-up on the job interview

1.

2. makes a phone cill
sends an acknowledgment letter



COMPETENCY RECORD
HUMAN RELATIONS Alp PERSONAL DEVELOPMENT 7

OCCUPATIONAL PROGRAM: OFFICE SERVICES AID Joe o SludeALL__.

This competency record.tells what the student, who is named above, has deMongrated-that he or.she can

do. A graduate is one who has demonstrated competent performance of all the tasks designated for this

occupational program. This competency record is tO be used as an expansion'of and/or supplement to the

traditional report card. Student performance can.be rated at the secondary and/or post secondary level.

'RATING SCALE:

5 - Performs task(s) with ability that consisteitly ;

exceed(s) program minimum standards setlir job

entry level; very competent.

4 - Performs task(i) at job entry level; competent. .

3 - Performs task(s) with periodic assistance.

2 Performs task(s) with constant assistance.

1 - IS unable to perform taik(s).

T - Demonstrated ability'to perform iask(s) at or

.abovekjob entry level bytaking a ohallpge

test.

POM -'Actual productlon words per minute/00M)

obtained by student.

Aminalimmummmillalb

SCHOOL(S) ATTENDED: DATES ATTENDED iNSTRUCTOR'S NAME(S)

;

41 OSA 21
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MINIMUM

PROGRAM

"TDARD

SECONDARY

RAT

POST SECONDARY

WIMIIIIIMIIIIIMilaillegiMMMIMIIIMIIIII"galligla.116111111.11.111111".4"1111116Milleaiglialliglialiallif
AREA OF COKPETENCY: COMMUNICATIONS

A. Demonstrates acceptance of people in a friendly-business -like

manner

,

,

B. Listens to and responds to the message received from co-

workers, supervisors and visitors

.

C.' Gives directions and responds toother people

a

Coaments: ,

.
,

, 1.

,

,

.

AREA OF COMPETENCY: SELF-DEVELOPMENT
,

,

,

t,

A. Demonstrates a disposition for continued personal growth and

understanding of self
t

A

,

13. Displays personal development for social living

.

.
, _I. ....

. .

C. Shows emotional maturity
.

,

, .

IL Maintains professional maturity
,

t

.

al

I

I

/
I

43
,

I

.

AREA OF COMPETENCY: PERSONAL APPEARANCE

A. Maintains good physical fitness behavior patterns
,

,

B. Shows good visual poise .

C. Selects and wears proper office 4aire

,

A
44, ,

D. !.......k.sall1 iene habi s ...... AMOKI.

HROD OSA 22 ,



MINIMUM,

PROGRAM

SECONDARY POST SECONDARY

P N Iv P' TV .i.
Comments:

.

=1.1,

1

1

1 ,

'1

(
AREA OF COMPETENCY: OFFICE ATT

,

. .

Relates tO male and female co-wotkers of all ages, skills,

' backgrounds, and_positiolis

.
,

B. -Supports company and employer by exhibiting profesiionalism J
,

. .

C. Shows.that he/she is dependable in the
,

office situation

advancements:

.

.

i

,

.

.

.

.

Shows initiative in & i ning professional

Comments:,

,
1

.

. .
,

:

AREA.OF'COMPETENCY' SOCIAL AND BUSINESS ETIQUETTE ,.

f

I.

,

A. 'DisplaYs proper social,etiquette

,

yl

Displays proper business etiquette

Ni,
i

,,. ,..

. . 4

o..ents:

,

- .,,i,... 1,,:,., : gji,, ,,,,, 0,

.

0 J ,. 07 .

.

.

,
.

.

.
4

1

AEA OF COMPETENCY: JOB SEEKING SKILLS
.

. 11 1

'

1

A. Identifies JOb opportunities for which he/she is qualified
.

B. Prepares for 'job interview
.

Pattielpstes in a lob interview 1m __..

. ._.

.0_ ,

45
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'411Mrimmim=y="m
PROGRAM

STANDARD RATING YR, INSTR. RATING YR, INSTR,

rollows-up on the job interview

Cdtments:

47

Statements of competencies can be graded at either the secondary or post-secondary level.

a

/ ,

HR/PO OSA 24
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as9

Ms. Linda Anderson

Hutchinson A.V.T.I.

Butchinion, MN 55350

Mr. Milo Loken

Hennepingedinical Center North

9000 North 77th Avenue

Brooklyn Center, MN 55445

Miss Shirley Buckholz

Minnetonka High School

1830 Highl!ey 7

Minnetonka, MN 55343

Ms. Marleil Paulcovitz

916

3300 Century Avenue

, Whitt Bear Lake, MN 55110

Mr. Doe Teske

Hutchinson A.V.T.I.

Hutchinson, MN 55350

49

I

Developers: Human Relations and Personal Development

Ms. Linda Jeffries

Mborhead A.V.T.I, ,

810 Yburth Avenue South

Moorhead, MN 56560

Ms. Mary Ruprecht

Word Processing Management ,

Condultant

140 West Myrtle Street

Duluth, MN 55881

Ms. Cheryl Boche

South Washington Co. Schools

Park High

Cottage Grove, ler 55075

Mr. Frank Starke

Alexandria A.Y,T,I,

Alexandria, MI 508

Ms. Ann Ellinson

Moorhead A.V.T.I,

810 Fourth Avenue South

'Moorhead, MN 56560

, Ms. Willa Campbell

St, Cloud.Aaa.I.

St. Cloud, MN 56301

Ms. Katheryn Simonson

rainerd A.V.Ta#,

00 Quince Street .

Brainerd, MN 56401

. I

Mr. Dennis Imen

Alexandria AAT#I# p
Alexandria MN 56308
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